
Financial Reward Approval 

Date: [Insert Date] 

To: [Employee's Name] 

Position: [Employee's Position] 

Department: [Employee's Department] 

Dear [Employee's Name], 

We are pleased to inform you that your exceptional performance and contributions to [Company 

Name] have been recognized, and you have been approved for a financial reward of [Amount]. 

This reward acknowledges your hard work and dedication during [specific time period or 

project]. 

This reward will be reflected in your upcoming paycheck on [insert date]. We believe that this 

financial incentive will motivate you to continue excelling in your role. 

Thank you for your continued commitment to our team's success. We look forward to your 

future achievements. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


